How to Add Users to a
Provider Profile




Overview

This webinar will provide information about:

A Provider Login

A Provider Profile Functionality

A Managing/Adding Users

A Deactivating Profiles from a User
A Changing Email Address

A Questions
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Logging in and
Adding Profiles to
a User




Login under Provider

... X Office of Workers' Compensation Programs

./ Medical Bill Processing Portal

Home Provider ~ Login ~ Resources ~ Pharmacy/LMN News Contact Us

. . . DOL Staff
Click Provider link under EN
Provider

oLogino /¥  Claimant
Representative ders \ NEEd mEdlca|
For fast, easy payment of workers' | tre atm e nt?

compensation bills
Find a provider near you

Get Started How to Search

Webinars and Tutorials - Find a Provider




Provider Login

. , Office of Workers' Compensation Programs

Medical Bill Processing Portal

Home Provider ~ Login ~ Resources ~ Pharmacy/LMN News Contact Us

Home Provider Home Provider

Provider Login

Use the link below to log in to the new Workers' Compensation Medical Bill Process (WCMBP) system if...

+ Youronline enrollment has been approved
s Your paper enrollment has been approved, and you have registered with OWCP Connect and have been authenticated in the new system

+ Youwere enrolled in the previous system (prior to April 27, 2020), and have registered with OWCP Connect and have been authenticated in the new system

s You s an additional user has been approved by the provider's administrator

The Providg C“Ck PrOV|der Log|n e you can register or will validate your credentials and log you into the system.

—
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OWCP Connect ID = Your Emaill

United States Department of Labor
Office of Workers' Compensation

Programs

OWCP Connect

About OWCP Connect

OWCP Connect allows users to prove their identity
and create an account for communication with
OWCP's various self-service applications. Itis a

centralized identity-proofing system used to create

| male £ sl i 2l

WCS

OWCP Warkears' Cormpe

Login | Account Registration | Reset Password | Change Email | Help | FAQ

Account Registration

If this is your first time using OWCP Connect, click
here and begin the process to create a new

account.

Login

Welcome to OWCP Connect
Please enter your EMAIL ADDRESS to start.

Email

Remember that your OWCP Connect ID is the

email address you used to register with OWCP Connect.

Address
j—)

T T T T T O T T e e T
Registration process against secure Credit Bureau
data. Once the user's identity has been verified,

their account can be created.

At this time OWCP Connect is only being used to

P AR SR kS T U T

system that is owned and operated by the
Department of Labor. The Department of Labor
information systems are provided for the
processing of official U.S. Government

information only, and are therefore, owned by

[PRUNY - SR S T ALalo ot L -

RESET PASSWORD
If you have forgotten password, click
here and you will be guided through

GCNSI
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Choose a Provider ID

Welcome to the WCMBP Provider Portal

eCAMS’
Q=

Select a Provider ID Number to continue to the Provider Portal:

*

Available Provider IDs:

700116000 v
020211301

103151400
700033500
700118000

You may have access to more than one provider.
Choose the one associated with your current task.
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Provider Portal Profile® Bill Processing

Welcome to the Workers' Compensation Medical Bill Process System

Select a profile to use during this session:

Profile:

EXT Provider Billz Submitter w & co

EXT Provider Bills Submitter
EXT Provider Claims Payment Siatus Checker
EXT Provider Eligibility Checker - Auth Submitter
EXT Provider Eligibility Checker-Claims Submitter
EXT Provider File Maintenance

EXT Provider Super User

EXT Provider System Administrator

Choose the profile that allows you
to accomplish your current task.
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Provider Portal Profiles

Name of Provider Profile

Functions that the Provider can perform

Name of Provider Profile

Functions that the Provider can perform

EXT Provider Bills Submitter

EXT Provider Eligibility Checker -Claims
Submitter

Too Too Too o T Too To To To T o To To To T Too To Jo o To To Bo To o To o To To o

Bill inquiry

View Payment

Bill Adjustment/VVoid

On-line Bills Entry

Resubmit Denied/Voided Bills

Retrieve Saved Bills

Manage Templates

Create Bills from Saved Templates
Eligibility Inquiry

On-line Authorization Submission
Submit HIPAA Batch Transactions (837)
Retrieve HIPAA Batch Responses (835)
SFTP User Details

Correspondences

Bill inquiry

View Payment

Bill Adjustment/VVoid

On-line Bills Entry

Resubmit Denied/Voided Bills

Retrieve Saved Bills

Manage Templates

Create Bills from Saved Templates
Eligibility Inquiry

On-line Authorization Submission
Maintain Provider Information

Submit HIPAA Batch Transactions (837)
Retrieve HIPAA Batch Responses (835)
SFTP User Details

Correspondences
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EXT Provider Claims Payment Status
Checker

EXT Provider Eligibility Checker & Auth
Submitter

EXT Provider File Maintenance

EXT Provider Super User

EXT Provider System Administrator

To o Do o T T o Do Do To T o Do Do o To o Do Do Po Do Do o Do I o Do Do

Bill inquiry

View Payment

Bill Adjustment/Void
Resubmit Denied/Voided Bills
Correspondences

Eligibility Inquiry
On-line Authorization Submission

Maintain Provider Information
Correspondences

Bill inquiry

View Payment

Bill Adjustment/Void

On-line Bills Entry

Resubmit Denied/Voided Bills

Retrieve Saved Bills

Manage Templates

Create Bills from Saved Templates
Eligibility Inquiry

On-line Authorization Submission
Maintain Provider Information

Submit HIPAA Batch Transactions (837)
Retrieve HIPAA Batch Responses (835)
SFTP User Details

Correspondences

Eligibility Inquiry

Retrieve HIPAA Batch Responses (835)
Maintain Users

Correspondences




Maintain Users

Provider Portal

Online Services O & ManageAlerts
The SyStem Ad m | n iStrator Bills :. i My Reminders
maintains the user accounts Bl Inguiry — .
for the provider using the Ondne BileEntry
EXT Provider System Et:m;szp??ﬁ“ i
Ad m | N iStrator prOﬁ |e_ Create Bills from Saved Templates Aler: Iype Alert I’i‘lissag.
Claimant v

N
Eligibility Inquiry

aotization e Your Recent Online Activities
On-line Authorization Submission
A You have logged in with ENERGYPRV13 Account with |

Provider + | W Previous Site Visit: 05/06/2020 05:01:02 PM

Maintain Provider Information @ Last login failed attempt:
HIPAA v
Retrieve HIPAA Batch Responses

On the Provider Portal Admin v

choose Maintain Users Miaintain Users

My Interactions v
Correspondences
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Add a New User

Provider Portal » Provider User List
O Close || @Add Click the Add button
#  Provider User List »
Filter By : v And v ® Go
@® Clear Filter [} Save Filter ¥ My Filters =
Name OWCP Provider ID OWCP Connect ID Status Start Date End Date
AT AY AY AY AY AY
Accountant, Aaron User ' 00 providerops4@gmail.com Approved 05/01/2020 05/01/2021
Biller, Betty User 00 providerops1@gmail.com Approved 05/05/2020 05/05/2021
Doe, John User 00 providerops3@gmail.com Approved 04/30/2020 04/30/2021
IMessy Testy User 100 providerops2@gmail.com Approved 05/04/2020 05/04/2021
Test, Susie User 100 vocrehabcnsi@gmail com Approved 04/30/2020 04/30/2099
User, Admin 00 ENERGYPRV13@gmail.com Approved 04/19/2020 12/31/2999
View Page: 1 ® Go |« Page Count | fd SaveToCsV Viewing Page: 1 & First | € Prey > Next || 3 Last
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© Help

Enter the emalll
address that the
new user used to

register with

OWCP Connect.

i Add Provider User

First Name:

Last Name:
r $80 User Login ID(OWCP Connect ID}):

OWCP Provider ID:
Start Date:

Phone Number:

Comments:

Add a New User

-

* Middle Name: User Type: | Batch User v [
* Date OTBirth: ] ICIAN STAFF
i PHYSICIAN STAFF
¥ User Type: Batch User v*
Expiration Date: E Note: The User
Status: Approved v Type field does not
Impact the actual
# functions of the
- user.
Fill in the form e © ok | © cancel

12

and click OK.
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Provider Portal

© Close || € Add

Edit User Information

Provider User List

£ Provider User List

Filter By :

Name OWCP Provider ID
AT AT AT
Accountant, Aaron User 00 providerops4@gmail.com

v And

OWCP Connect ID

Biller, Befty User

Doe, John User _

IMessy Testy User

Choose a user toEdit or
Add profiles.

derops1@gmail.com

derops3@gmail.com

deropsZ2@gmail com

Test, Susie User

User, Admin

View Page: 1

100 vocrehabcnsi@gmail com

00 ENERGYPRWV13@gmail com

(& saveToCsV

Viewing Page: 1

~
® co
@® Clear Filter ~ [&) Save Filter ¥ My Filters =
Status Start Date End Date
AY AT AY
Approved 05/01/2020 05/01/2021
Approved 05/05/2020 05/05/2021
Approved 04/30/2020 04/30/2021
Approved 05/04/2020 05/04/2021
Approved 04/30/2020 04/30/2099
Approved 04/18/2020 12/31/2999
& First | € Prey > Nex |




Edit User Information

Provider Portal Provi

© Close | [#Hsave

Update information
and click Saveé

0]

Update Provider User

First Name:

Last Name:

S50 User Login ID{OWCP Connect ID):
OWCP Provider ID:

Start Date:

Phone Number:

Comments:

John

Doe

providerops3@gmail.com

700116000

04/30/2020

*

To change their profiles,
click the Show button

Middle Name: LUser

Date Of Birth: 05/30/1970 s

User Type: Baich User
Expiration Date: 04/30/2021 =

Status: Approved v

Associated Profiles

Show =

éand

Associated Profiles

c h oq
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Provider Portal

To add a profile,
Click the Add button

Provider User List

er Login ID: providerops3
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Filter By:

O Add

& Approve

Manage User Profiles

Name
AY

EXT Provider Bills Submitter

EXT Provider File Maintenance

Add a Profile

@ Reject

EXT Provider System Administrator

View Page:

(d saveToCSV

.1

G):'.:

== Page Count

ProviderUserDetails

UserProfileList

Name: Doe, John User

With Status: Al v ®cGo

Description
AY

EXT Provider Claims Submitter
EXT Provider File Maintenance

EXT Provider System Administra....

Viewing Page: 1

Start Date
AY

04/30/2020

04/30/2020

05/06/2020

«

|2 save Filter

End Date
AY

04/30/2021

04/30/2021

04/30/2021

Show =

W

Y My Filters =

Status
AY

Approved
Approved

Approved

GCNSI




Add a New Profile to User

Add New Profiles to User -
Only the profiles that
are nOt yet aSSigned User Name: Doe,John User
are available StartDate: |[05/06/2020 | * End Date: 04/30/2021 B *
Available Profiles Associated Profiles
EXT Provider Claims Payment Status Checker
. EXT Provider Eligibility Checker-Claims Submitter
SeleCt a prOflle EXT Provider Super User
and click the ;» »
Move Over button «
€t hen OKI c k
Note: Adding the EXT Provider
System Administrator profile allows _JeLSI) - (s

the user to be an added system
administrator to tthe provideros profile.
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Edit Profile Information

Provider Portal Provider User List

After all the profiles
have been selected,
click Approve.

User Login ID: providerops3

et i (S oo | (@ Repc

#i  Manage User Profiles

Select to check the
box(es) to the left of
the profile(s) that
have been added to
the user.
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Filter By: v

Name
AT

EXT Provider Bills Submitter

)

EXT Provider File Maintenance

EXT Provider System Administrator
View Page: 1 ® Go

fd SaveToCsV

ProviderUserDetails

== Page Count

UserProfileList

Name: Doe,John User

With Status: Al r ®co

Description
AY

EXT Provider Claims Submitter
EXT Provider File Maintenance

EXT Provider System Administra.. .

Viewing Page: 1

Start Date
AY

04/30/2020

04/30/2020

05/06/2020

€¢ First

& save Filter

End Date
AY

04/30/2021

04/30/2021

04/30/2021

£ Prey % Next

Show »

v

¥ My Filters «

Status
AY

Approved
Approved

Approved

GCNSI



Edit Profile Information

Filter By:

To edit or deactivate
the profile for a user,
click the Profile Name

View Page:

18

fd SaveToCsV

Provider Portal
User Login ID: providerops3

© Close | | @ Add

1

& Approve

Manage User Profiles

Name
AT

EXT Provider Bills Submitter

EXT Provider File Maintenance

-EXT Provider System Administrator

G):'-:

Provider User List

+ Pag

ProviderUserDetails UserProfileList

@ Reject

Name: Doe,John User

With Status: Al r ®co

Description
AY

EXT Provider Claims Submitter
EXT Provider File Maintenance

EXT Provider System Administra.. .

Viewing Page: 1

Start Date
AY

04/30/2020

04/30/2020

05/06/2020

&«

& save Filter

End Date
AY

04/30/2021

04/30/2021

04/30/2021

£ Prey % Next

Show »

v

¥ My Filters «

Status
AY

Approved
Approved

Approved

GCNSI



Deactivate Profiles

Provider Portal Provider User List ProviderUserDetails UserProfileList UserProfileDetails

Profile 1D: 500000421 MName: EXT Provider System Administrator
User Login ID: providerops3 Mame: Doe, John User

©Close | [#Save

User Profile Details -
User Name: Doe,John User Profile Name: EXT Provider System Administrator
Status: Approved v
Start Date: 05/06/2020 & * Expiration Date: 04/30/2021 & *

Profiles cannot be deleted d change the Expiration Date
to the current date to deada
then click the Save button.
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Switching
between Profiles
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Selecting Provider Portal Profiles

Welcome to the Workers' Compensation Medical Bill Process System

Select a profile to use during this session:

Profile: | EXT Provider Bills Submitter w & co

EXT Provider Bills Submitter
EXT Provider Claims Payment Siatus Checker
EXT Provider Eligibility Checker - Auth Submitter
EXT Provider Eligibility Checker-Claims Submitter
EXT Provider File Maintenance

EXT Provider Super User

EXT Provider System Administrator

When logging in to the provider

profile, you can select a profile to
use during your session. You will
only see profiles assigned to you.
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Current Provider Profile

eCAMS”
O

(] (@ 080608800 3§ Provideri, Converted  Profile: EXT Provider System Administrator~

»  Provider Portal

Once logged in to the
provider portal, the top of
the home page identifies

the profile that you are

currently logged into.

Online Services (4 Manageailerts

My Reminders

iew Pavment Filter Bw o
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Maintain Users

23

eCAMS”
ICH

()  (d 030608300 @ Provideri, Converted : Profile

Click on the current profile
name to select another r’
profile from the drop - @
down. You will only see |

profiles assigned to your
user account.

Filt

Bill AdjustmentVoid

On-line Bills Entry

Resubmit Denied/Voided Bill

Retrieve Saved Bills il
Manage Templates

Create Bills from Saved Templates

Claimant W

EXT Provider Billz Submitier

EXT Provider Claims Payment Status

Checker

EXT Provider Eligibility Checker - Auth
Submitter

EXT Provider Eligibility Checker-Claims
Submitter

EXT Provider File Mainfenance

EXT Provider Super User

Al
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Maintain Users

Confirmation

All changes made will be lost. Do you want to
continue?

Click Yesto continue to
use the selected profile.

—No
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Changing Emaill
Address




Maintain Provider Information

United States Department of Labor : ')WCS

Office of Workers' Compensation OWCP Workers Compens

Programs

To change your email account

. . . . . ResetP. 1| Ch Email | Help | FA
Note: Changing with which you have registered in il el i
your email address OWCP Connect the system, clickChange Email.
does not change
the password to About OWCP Connect Account Registration Login
the account. You el e WD Comct

: OWCP Connect allows users to prove their If this is your first ime using OWCP Connect, glecome ta onnec
Wi ” have to use identity and create an account for click here and begin the process to create a Please enter your EMAIL ADDRESS to
the curre nt communication with OWCP's various self-service new account. start.
password to applications. It is a centralized identity-proofing

; . system used to create credentials for a user, and Email

Valldate the emall then to authenticate the credentials for login.

dd h ¢ WARNING....WARNING... WARNING... WARNING.. Address
a ress ¢ ange Identity proofing is accomplished by validating ‘

the user's information entered in the Account You are accessing a U.5. Government

Registration process against secure Credit information system that is owned and —
—_———emma =

L all - M e _a L0 o T o
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Servicing Provider Information

Instructions are provided
to walk you through the
process. m—
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